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Cl ass Specifications

for the

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES SPECI ALI ST SERI ES
( SELF- SUFF/ SUPP SVCS SPCLT SERI ES)

Series Definition:

Positions in this series perform professional work in
public assistance enploynent and training and supportive
services progranms which provide educational, job training and
pl acenment, and extensive supportive services to public
assi stance recipients to help them overcone barriers and
become financially self-sufficient.

The public assistance enpl oynent and training and
supportive services progranms are conprised of two mgjor
conmponent s:

1. the social and supportive services conponent which
hel ps partici pants overcone psycho-soci al,
psychol ogi cal, and health barriers to enpl oynent
t hrough the provision of a variety of services
(e.g., individual and/or fam |y counseling;
psychol ogi cal testing/treatnment; drug/al cohol abuse
counseling/treatnent; medical treatnent, etc.); and

2. t he education, training, and enpl oyment conponent
whi ch hel ps participants identify their vocati onal
strengths and fornul ate career devel opnent pl ans
whi ch identify the education, training, and
enpl oynment activities that are required for the
participant to reach his/her goal of financial self-
sufficiency.

The public assistance enpl oynent and training and
supportive services progranms utilize the case nmanagenent
approach to service delivery which involves the provision of
services through a nulti-disciplinary team (self-sufficiency
and support services specialist, social worker, registered
pr of essi onal nurse, and enpl oynment service specialist).
Participants in the program undergo assessnments which identify
psycho-social and health barriers to enploynment. As a result
of the assessnents nade by the nenbers of the
mul ti-disciplinary team a service plan is fornulated to
renove the identified barriers. Participants are then |inked
with the appropriate services and nonitored until the barriers



are renmoved or under control. A career devel opnent plan is
t hen devel oped and participants usually attend educati onal
prograns and enpl oynment training, and participate in job
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pl acement activities. When the participant is determned to
have secured sel f-sufficient enploynent, the case is closed.

Sel f-sufficiency and support services specialists provide
direct services to participants in public assistance
enpl oynment and training prograns by coordinating,
i npl ementing, and nonitoring individualized barrier renoval
and career devel opnent plans; or performtechnical staff
support functions which include program pl anni ng, devel opnent,
nmoni tori ng, and eval uati on, and staff devel opnent and
training.

The performance of such work requires know edge of the
policies and procedures of the public assistance enpl oynent
and training and supportive services progranms; interview ng
t echni ques; soci al/enotional aspects of human behavi or; basic
human needs and standards of educati on and heal th; techniques
and met hods of counseling; and comrunity resources and the
services they provide; and the ability to provide counseling;
establish and maintain effective working rel ationships; and
conmmuni cate effectively orally and in witing.

The knowl edge and abilities necessary to performthe
pr of essi onal work of the entry level of this series would
typically be gained through education at the coll ege | evel and
t hrough professional work experience in social work,
i ndi vidual or fam |y counseling, or related experience which
i nvol ved assi sting individuals and/or famlies resolve
personal , social, enploynent and/or enotional problens. The
know edge and abilities necessary to progress in the series
woul d be gai ned through professional work experience which
denonstrated know edge of the goals, objectives, standards,
services and activities of the public assistance enpl oynent
and training and supportive services prograns.

Level Distinctions:

Classes in this series are distinguished from each ot her
by differences in:

1. the conplexity of work in ternms of the nature,
variety, and difficulty of work assignnents; scope
and | evel of responsibility; and the inpact of the
work on others or on program operations;

2. t he breadth of know edge and abilities required to
pl an, devel op, inplenment and eval uate service plans
and/ or services and prograns; and
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3. the nature and extent of supervisory control
exerci sed over the work perforned which [imts the
scope of work, the independence with which it is
perfornmed, and the nature and finality of decisions.

This is an amendnment to the specification for the SELF-
SUFFI CI ENCY & SUPPORT SERVI CES SPECI ALI ST ( SELF- SUFF/ SUPP SVCS
SPCLT) SERI ES, which was approved on Novenber 14, 1994.

DATE APPROVED: 7/3/01

DAVI S K. YOG
Director of Human Resources Devel opnent

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES SPECIALIST 111 3.415
( SELF- SUFF/ SUPP SVCS SPCLT I11)

Cl ass Di stingui shers:

Compl exity: As a journeyworker, independently coordinates,
i mpl enrents, and nonitors barrier renmoval and career devel opnent
pl ans to help public assistance recipients achieve financial
self-sufficiency. Assignnments include the full range of cases.

A typical caseload is conprised of cases ranging fromthose
involving clients with few barriers to enploynent (e.g., a
client in need of child care) to cases involving clients with a
mul titude of psychol ogi cal, psycho-social and health barriers
(e.g., aclient who is addicted to drugs, has severe health
probl ems, is involved in an abusive relationship, and has
m nimal job skills).

Full Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Knowl edge of: Goals, objectives, policies,
procedures, standards, and gui delines of the public
assi stance enpl oynment and training and supportive services
programns;
soci al / enoti onal aspects of human behavi or; common probl ens
and needs of the target popul ation; team approach to
service delivery; techniques and net hods of counseli ng;
conmuni ty
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resources and their effective utilization; interview ng
techni ques; various educational proficiency and aptitude
testing instrunents and their purposes; general career

requi renments and | abor market trends; and basic human needs
and standards of education and heal th.

Ability to: Explain |aws, rules and regul ati ons of
t he public assistance enpl oynent and training and
supportive services prograns; provide counseling;
adm ni ster and interpret proficiency and aptitude tests;
establish and maintain effective working relationships with
clients, assessnment team nenbers, community groups and
agenci es; act as an advocate for the client; assist clients
to gain insight into their social, enotional and health
probl ens and notivate themto overcone these barriers; and
conmmuni cate effectively orally and in witing.

Supervi si on Received: General supervision is provided by
the unit supervisor and is normally exercised through regularly
schedul ed conferences and review of case records, reports, and
correspondence. The supervisory conference is utilized for
di scussing and providing guidance on difficult or problem cases,
and evaluating the effectiveness of the work perforned.

Exanpl es of Duties: (Positions may not be assigned all of the
duties listed, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments does not preclude nanagenent from assigni ng such
duties if such duties are a |ogical assignnent for the position.
The classification of a position should not be based solely on
t he exanpl es of duties perfornmed.)

1. Conducts interviews and coll ects data regarding
psycho-social and health barriers to enpl oynment,
prelimnary enployability information related to prior
work history, skills training that has been received,
and basic enploynment interests.

2. Adm nisters screening instrunents and determ nes the
need for additional tests. Makes appropriate
referrals.

3. Serves as a nenber of the assessnment team
4. Makes recommendations to the assessnment team on which

barriers are nost prom nent and require attention or
have been renoved.
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5. Inplenments the barrier renoval plan and follows up
with service providers and the assessnent teamto
determine if the client is ready to proceed into the
enpl oyability phase.

6. Links clients/famly menbers to needed services.
Follows up to see that services are adequately and
appropriately provided.

7. Approves paynents upon verification of services
render ed.

8. Monitors and evaluates clients' participation and
progress.

9. Works directly with the client on a continuous basis
to sustain a positive relationship.

10. Evaluates reasons for client's failure to conmply with
service plans, enployability plans, and/or rules, and
recomrends appropriate action.

11. Establishes and mai ntains cooperative working
relationships with referral resources, enployers and
service providers including individuals, public and
private agencies, through personal visits and
t el ephone contact to secure appropriate referrals, and
to enhance the delivery of services and enpl oynent
opportunities for clients.

12. Manages assigned cases and maintains case records in
accordance with established procedures.

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES SPECIALI ST |V 3.416
( SELF- SUFF/ SUPP SVCS SPCLT V)

Cl ass Di stingui shers:

Compl exity: Serves as a program specialist with
responsibility for planning, devel oping, revising,
i npl ementing, evaluating, and nonitoring policies, procedures
and standards for assigned sub-conmponents of the public
assi stance enpl oynment and training and supportive services
program (e.g., program
responsibility for the provision of child care, transportation,
expenses for participants); or inplenents staff devel opment by
devising training prograns for a variety of areas to inprove




the quality of services being provided.
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Full Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: State and federal regulations, |aws,
and directives governing the public assistance enpl oynent
and training and supportive services programs; basic
know edge of the agency's public welfare and soci al
services progranms; conprehensive know edge of community
resources, the services they provide and their effective
utilization; social/enmotional aspects of human behavi or;
basi ¢ human needs and standards of education and health;
conmon probl ens and needs of the target popul ation; team
approach to service delivery; general career requirenents
and | abor market trends; budget devel opnent; and effective
wor k organi zati on.

Ability to: Interpret and explain pertinent federal
and/or State regulations related to the public assistance
enpl oynment and training and supportive services prograns;
devel op and recomrend standards and procedures in
conformance with federal regulations, |aws, and
directives; assess and eval uate program deficiencies and
recomrend i nprovenents; deal effectively with individuals
and groups; and conmuni cate effectively orally and in
writing.

Supervi sion Received: General supervision is provided and
is normal Iy exercised through nmonthly neetings and revi ew of
conpl eted assi gnments. The supervisor reviews the work for
consi stency with federal nmandates and State requirenments and
provi des direction as needed. The supervisor also keeps
positions in this class infornmed of devel opnments and changes
within their particul ar program areas.

Exanpl es of Duties: (Positions may not be assigned all of the
duties listed, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments does not preclude nanagenent from assigni ng such
duties if such duties are a |logical assignnment for the
position. The classification of a position should not be based
solely on the exanpl es of duties performed.)

1. Conducts and prepares staff studies.

2. Determ nes goals and objectives and establishes
priorities for the program consistent with federal
and State requirenents.



3. Determ nes and recomends staffing needs of the
assi gned program ar ea.
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4. Assists in the devel opnment of budget requests by
defining the size and scope of the assigned program
area(s) in terns of the kinds of services to be
provi ded, quality/quantity of services, nunbers to be
served, etc.

5. Devel ops programrul es and procedures in accordance
with federal regulations, State | aws, and Hawai i
Admi ni strative Rul es.

6. Provides technical assistance, consultation, and
interpretation of the programrul es and procedures to
branch staff, other divisions and provider agencies.

7. Devel ops inplenentation plans for specific program
areas and tinme schedul es.

8. Determnes the cost of services to be purchased and
avai lability of funds for services to be purchased.

9. Devel ops Requests for Bids packets, organizes and
i npl ements i nformati onal neetings, eval uates
proposal s and awards contracts.

10. Monitors and reviews contractors' performance;
recommends changes as necessary.

11. Devel ops and i nplenments mechani sm for nonitoring and
eval uating the program

12. Devel ops corrective action plans, inplenmentation
procedures and tine schedul e for addressi ng program
defi ci enci es.

13. Plans and devel ops orientation and training for al
affected staff.

14. Conducts problem anal ysis and assesses training
needs.

15. Devel ops tutorials, videos or other training mediunms
to reinforce |earning.

16. Maintains and updates syllabuses and traini ng gui des.

17. Revises curriculumas changes to rules and policies

occur.



18. Conducts and coordinates training for enployees and
contract staff.
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19. Evaluates the effectiveness of training by conducting
anal ysis and needs assessnent.

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES SPECI ALI ST V 3.417
( SELF- SUFF/ SUPP SVCS SPCLT V)

Cl ass Di stingui shers:

Conpl exity: Serves as a primary program specialist with
responsibility for planning, devel oping, revising,
i npl ementing, evaluating, and nonitoring policies, procedures
and standards for a major conponent of the public assistance
enpl oynment and training and supportive services program (e.g.,
program responsi bility for the education, training, and
enpl oynment conponent).

Full Performance Know edge and Abilities: (Know edge and

abilities required for full performance in this class.) 1In
addition to the knowl edge and abilities required of the next
| ower | evel:

Knowl edge of: Thorough know edge of services,
functions and inter-relationships of the agency's public
wel fare and social services program and rel ated
governnmental and private programns.

Ability to: Plan, develop, revise, inplenent,
eval uate and nonitor program policies, standards and
procedures for a nmmjor conmponent of the public assistance
enpl oynment and training and supportive services prograns;
and identify and recomrend i nprovenents in activities and
oper ati ons.

Supervi sion Received: General supervision is provided and
is normal Iy exercised through nmonthly neetings and revi ew of
conpl eted assi gnments. The supervisor reviews the work for
consi stency with federal nmandates and State requirenments and
provi des direction as needed. The supervisor also keeps
positions in this class informed of devel opnments and changes
within its particular program areas.




Exanpl es of Duties: (Positions may not be assigned all of the
duties li1sted, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments

does not preclude managenent from assigning such duties if

such duties are a |ogical assignnment for the position. The
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classification of a position should not be based solely on the
exanpl es of duties perfornmed.)

1. Identifies program needs and deficiencies by
conducting and preparing staff studies.

2. Determ nes goals and objectives and establishes
priorities for the programin accordance with federal
and State requirenents.

3. Participates in the devel opment of budget requests by
defining the size and scope of the assigned program
conponent in ternms of types of services to be
provi ded, quantity/quality of services, nunbers to be
served, etc.

4. Prepares and coordinates |legislative testinonies to
support programpriorities.

5. Devel ops programrul es and procedures based on
federal and State statutes and regul ations.

6. Provides technical assistance, consultation, and
interpretation of the programrul es and procedures to
di vision staff and provi der agenci es.

7. Devel ops inplenentation plans and coordi nat es
activities with other program areas.

8. Develops and inplenents nechani sm for nonitoring and
eval uating the program

9. Devel ops corrective action plans, inmplenentation
procedures and tine schedul e for addressi ng program
deficiencies to neet federal requirenents.

10. Devel ops Requests for Bid packets, organizes and
i npl ements i nformati onal neetings, eval uates
proposal s and awards contracts.

11. Closely nmonitors and reviews contractors’
performance; reconmmends changes as necessary.

12. In addition, may perform work described at the | ower



| evel .



